4.1
EMPLOYER DATABASE & MAINTENANCE

4.1.1 
The CONTRACTOR shall develop an electronic system to capture, store, display, add, change, and delete contact information on each employer found in NOMADS, along with their insurance options and health insurance providers.  The employer contact information must include the following address types for each unique employer: corporate address, work site address, income withholding address, employment verification address, payroll address, service of process address, NMSN address, unemployment insurance benefit address, workers compensation address.  Each address type must include fields for the contact name, address 1, address 2, city, state/province, country, zip code, phone, fax, and email.  

	4.1.1 Code
	Response

	
	


4.1.2 
The CONTRACTOR shall electronically compile up-to-date contact information regarding employers and their respective health insurance plan providers. The CONTRACTOR must assign each employer a unique identifier, preferably the D&B D-U-N-S number, if available.  

	4.1.2 Code
	Response

	
	


4.1.3
The CONTRACTOR shall create and maintain a secure interactive website on which to maintain the employer database.  The CONTRACTOR is responsible for website security and validating employer updates. The system must support hierarchical structures with various levels of permissions and access controls.  At a minimum, the system should require use of a user name and password to allow access to the system.  The system must track the identity of persons.  

	4.1.3 Code
	Response

	
	


4.1.4
The website must allow employers to provide updated employer contact information, a format to update employee status, and helpful information on how to use the system, including frequently asked questions.  The CONTRACTOR will work with the Project Manager in designing, testing and implementing the website.
	4.1.4 Code
	Response

	
	


4.1.5 
The website must allow enforcing agencies to electronically submit information they receive from CST’s and NCP’s on employers and their insurance providers.

	4.1.5 Code
	Response

	
	


4.1.6 
All information submitted by the employer and/or case managers must be validated by the CONTRACTOR through employer verification processing before committing the information to the employer table.  An appropriate response to the submitter must be made if the submitted information cannot be validated.
	4.1.6 Code
	Response

	
	


4.1.7 
The CONTRACTOR shall be responsible for coordinating the work of this RFP with the State staff responsible for maintenance of the DWSS computer system.
	4.1.7 Code
	Response

	
	


4.1.8 
The CONTRACTOR shall be responsible for providing appropriate training to the DWSS staff responsible for maintenance of the DWSS computer systems and for end users.  
	4.1.8 Code
	Response

	
	


4.1.9 
The CONTRACTOR must provide one (1) year of warranty service, starting upon completion of training, as well as ongoing maintenance and trouble-shooting services. 

	4.1.9 Code
	Response

	
	


4.1.10 
The CONTRACTOR must provide ongoing maintenance and support.  Trouble-shooting services must include access to telephone support and in-person support on an as-needed basis. 

	4.1.10 Code
	Response

	
	


4.1.11 
The CONTRACTOR shall maintain a relational database, which shall use current technology, and be easily modifiable to accommodate future system changes/ enhancements if necessary. The system shall be able to accommodate all future requirements based upon Federal and State statutes, policies and regulations. 

	4.1.11 Code
	Response

	
	


4.1.12 
The CONTRACTOR shall develop security measures that, at a minimum, comply with State and Clark County security procedures. The CONTRACTOR shall receive information specifying the State's and Clark County’s security standards upon contract award. 

	4.1.12 Code
	Response

	
	


4.1.13 
The CONTRACTOR’S security plan must assure data integrity of all stored data and electronic images, and the security of all files from unauthorized access. The CONTRACTOR must assure inquiry only access to all imaged documents and stored data, and limit such access only to authorized Clark County and State users. 

	4.1.13 Code
	Response

	
	


4.1.14 The CONTRACTOR shall generate reports, whether routine or ad hoc, at no additional cost, and provide them to the State and local enforcing agency. These reports will be made available on a secure website.

	4.1.14 Code
	Response

	
	


4.1.15 The CONTRACTOR must provide management reports by the 5th calendar day of each month. These reports include but are not limited to: 
4.1.15.1 A report regarding the number of NMSNs and Income Withholdings sent, processed and completed. The report must be sorted by case number, child's name, insurance provider, and date of completion. Cases shall be identified on the report by a Family Violence Indicator. A Statewide summary should also be provided. 

	4.1.15.1 Code
	Response

	
	


4.1.15.2 A report listing the NMSNs received but were not completed.  The report must be sorted by case number, child's name, and the reason the case was not completed. 

	4.1.15.2 Code
	Response

	
	


4.1.15.3 A report identifying new employers and their insurers added to the Employer Information Database during the month. 

	4.1.15.3 Code
	Response

	
	


4.1.15.4 Additional reports as agreed upon by the CONTRACTOR and the Project Manager. Requested reports may be ad hoc or on a regular basis with no additional charges. 

	4.1.15.4 Code
	Response

	
	


4.1.15.5 In addition, the CONTRACTOR must have the capability of submitting reports in electronic format or on CDs along with having the ability to archive reports for historical purposes as directed by the Project Manager. 

	4.1.15.5 Code
	Response

	
	


4.1.15.6 The CONTRACTOR shall provide an annual summary report of the total number of NMSNs and Income Withholdings completed during the federal fiscal year (October 1 - September 30). The CONTRACTOR shall provide this report to the Project Manager by October 15 of each year. 

	4.1.15.6 Code
	Response

	
	


4.1.15.7 The CONTRACTOR shall develop an outreach plan regarding employer contact information and making employers aware of the NMSN and Income Withholding in a manner that complements the objectives of the Title IV-D Agency.  The CONTRACTOR shall develop materials to target employers.   Such materials shall be approved by the OWNER.   Examples are a brochure, a web page, and computer based training that explains the purpose of the NMSN and Income Withholding forms and the importance of obtaining medical coverage and financial support by income withholding for children.   The CONTRACTOR shall coordinate outreach activities with the Project Manager. 

	4.1.15.7 Code
	Response

	
	


4.2 OPERATIONS CENTER

4.2.1 
The CONTRACTOR must setup and maintain an Operations Center in greater Las Vegas area, Nevada.  

	4.2.1 Code
	Response

	
	


4.2.2 
The CONTRACTOR shall provide customer service to the employers, their medical insurance providers with respect to information or any questions they may have regarding completion of the employer verification, income withholding, NMSN or the process of completing the forms. 

	4.2.2 Code
	Response

	
	


4.2.3 
The CONTRACTOR must maintain sufficient staff to answer questions regarding the processing of the NMSN and Income Withholding, at a minimum, Monday through Friday from 8 am to 8 p.m. This service must be provided by way of a toll free telephone number.  The CONTRACTOR shall ensure the capability for callers to leave a message during hours that the telephones are not staffed.  The CONTRACTOR shall maintain a toll-free number. 

	4.2.3 Code
	Response

	
	


4.2.4 
Telephone calls received Monday through Friday between the hours of 8 a.m. to 8 p.m. PST shall be responded to immediately by an available CONTRACTOR staff. If all telephone lines are occupied with staff assisting customers, callers shall be placed into queue until an agent becomes available. Between the hours of 8 p.m. and 8 a.m., voicemail or an answering service shall be available for callers to leave messages. After hours, calls shall be responded to by the next business day. The CONTRACTOR shall respond to after-hours calls (i.e. calls received from 8 p.m. on Friday to 8 a.m. on Monday, or on holidays) on the first business day following the call. The CONTRACTOR shall observe State holidays. 

	4.2.4 Code
	Response

	
	


4.2.5 
For those cases in which the person seeking information is unable to phone the Operations Center during regular business hours, arrangements shall be made to respond to those calls after hours. 

	4.2.5 Code
	Response

	
	


4.2.6 
The CONTRACTOR must staff the Operations Center in a manner that assures an average of 2 minutes or less for call waiting. Monthly telephone reports must be sent to the Project Manager and/or his designees.

	4.2.6 Code
	Response

	
	


4.2.7 
The Operations Center must accommodate English and Spanish languages.

	4.2.7 Code
	Response

	
	


4.2.8 
The CONTRACTOR shall develop and maintain an electronic method of documenting all contacts with employers, custodial and noncustodial parents, and the outcome of the contacts. Upon request, this information shall be electronically transferred to the Project Manager, DWSS, and the Title IV-D Agency. 

	4.2.8 Code
	Response

	
	


4.3 INCOME WITHHOLDING PROCESSING

4.3.1 
DWSS will send a daily electronic file to the CONTRACTOR, in a format to be provided, on each NOMADS case in which an order for support and/or medical support is entered and the employer is known or the noncustodial parent is self-employed, with the exception of those cases in which a court or administrative order stipulates alternative health care coverage to the custodial parent's employment based coverage.  The CONTRACTOR must upload the data and generate income withholding notices.

	4.3.1 Code
	Response

	
	


4.3.2 
The CONTRACTOR shall develop procedures in accordance with federal timeframes, to be approved by the Project Manager, for tracking and monitoring all actions on employer verification and income withholding. 

	4.3.2 Code
	Response

	
	


4.3.3 
The CONTRACTOR shall develop procedures, to be approved by the Project Manager, for sending, processing, and logging of all employer verifications and income withholdings sent and received. 

	4.3.3 Code
	Response

	
	


4.3.4 
Instructions on submission of the income withholding and other written informational material shall be mailed out first class within one business day of the customer's request. 

	4.3.4 Code
	Response

	
	


4.4 MEDICAL NOTICE (NMSN) PROCESSING

4.4.1 
DWSS will send a daily electronic file to the CONTRACTOR, in a format to be provided, on each NOMADS case in which an order for support and/or medical support is entered and the employer is known or the noncustodial parent is self-employed, with the exception of those cases in which a court or administrative order stipulates alternative health care coverage to the custodial parent's employment based coverage.
	4.4.1 Code
	Response

	
	


4.4.2 
The CONTRACTOR shall be responsible for tracking the cases for which a NMSN was sent and for receiving completed Parts A and B of the NMSN and insurance cards from employers and health care providers. 
	4.4.2 Code
	Response

	
	


4.4.3 
The CONTRACTOR shall develop procedures, to be approved by the Project Manager, for sending, processing, and logging of all NMSNs sent and received. 

	4.4.3 Code
	Response

	
	


4.4.4 
The CONTRACTOR shall track all cases in which a NMSN is sent to ensure federally mandated timeframes, as delineated in 45 C.F.R. 303.32, are met. 

	4.4.4 Code
	Response

	
	


4.4.5 
If information on a case is not received from an employer by the 45th day after the NMSN is sent to the employer, the CONTRACTOR shall contact the employer to determine status. 

	4.4.5 Code
	Response

	
	


4.4.6
If, after contacting the employer, it is determined that the employer is uncooperative and the information is not forthcoming, the CONTRACTOR must take the necessary steps as agreed upon with the Project Manager to inform the Title IV-D Agency so that enforcement can be initiated.  A reporting process will be developed between the CONTRACTOR and the Project Manager.

	4.4.6 Code
	Response

	
	


4.4.7 
Within one business day of receipt of a completed Part A from the employer, the CONTRACTOR shall review the form for completeness and input the appropriate information to a database to create a file to be transferred to NOMADS that will update NOMADS identifying that medical support is not available and the reason it is not available. 

	4.4.7 Code
	Response

	
	


4.4.8 
Within one business day of receipt of a Part A or Part B that is determined as incomplete by the CONTRACTOR after review, the CONTRACTOR shall contact the employer or plan administrator to obtain necessary information. 

	4.4.8 Code
	Response

	
	


4.4.9 
Within one business day of receipt of a completed Part A, the CONTRACTOR shall notify the custodial parent by U.S. mail that medical coverage is not available. 

	4.4.9 Code
	Response

	
	


4.4.10 
Upon receipt of completed Parts A and B of the NMSN and Income Withholding, the CONTRACTOR shall date stamp the document and ensure that the electronic information is input to the computer database within one business day of receipt. The database maintained by the CONTRACTOR shall be consistent with the file layouts to be provided.

	4.4.10 Code
	Response

	
	


4.4.11 
Within one business day of receipt of a completed Part B and insurance cards from the employer, the CONTRACTOR shall review the form for completeness, ensure that all needed information has been entered, and input the appropriate information to a database to create a file to be transferred to NOMADS. Database updates shall automatically generate appropriate tracking messages in order to maintain a chronological history on the case. 

	4.4.11 Code
	Response

	
	


4.4.12 
The CONTRACTOR shall provide information to the custodial parent (CST) as requested by DAFS and agreed between the CONTRACTOR and the Project Manager.  This may include, but not limited to, contacting the CST and providing insurance option information.

	4.4.12 Code
	Response

	
	


4.4.13 
If an employee has a qualifying period for medical insurance, the CONTRACTOR is responsible to follow-up to ensure policy information is obtained on the date of eligibility.  

	4.4.13 Code
	Response

	
	


5. OPERATIONAL ENVIRONMENT REQUIREMENTS

5.1 GENERAL

The Owner is currently utilizing DB2 relational database management systems (DBMS) and Microsoft SQL Server.  A proposal using either of these DBMSs is preferred to another DBMS. This does not preclude the bidder from proposing another system. Bidders proposing another nonproprietary system must explain the system in detail including the cost and operational benefits of the system to the Owner. 

During the contract period, all technical changes shall be communicated to the Project Manager prior to implementation of such changes, in writing, with sufficient time to allow the Project Manager to assess any impact to NOMADS or Owners’ other sending/receiving systems. 

5.1.1 
The CONTRACTOR shall provide a back-up and disaster recovery plan, within 30 days of contract award, including mirrored servers but must require the information to be maintained in two separate locations. Recovery of information must be accomplished within the timeframe agreed to by the Project Manager.  The CONTRACTOR shall be responsible for all costs related to this secure file transfer. 

5.1.2 
The CONTRACTOR shall periodically, as directed by the Project Manager, provide all program coding, as well as any other technical information relevant to the modification and operation of software developed by the CONTRACTOR. 

5.1.3 
The CONTRACTOR shall ensure the confidentiality of all the information released to the CONTRACTOR for the purposes of operating this program. 
5.1.4 
The CONTRACTOR must develop a procedure approved by the Project Manager for handling all cases in accordance with State confidentiality policy and procedures. Special care shall be taken in cases in which the CONTRACTOR has been informed that domestic violence is involved.
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